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1. Purpose and scope
This policy sets out the arrangements for the admission and management of visitors to Rainford Brook Lodge Primary School. Its purpose is to safeguard pupils, staff and visitors, while maintaining the School’s welcoming, sensitive and caring approach to parents, carers and the wider community.
Only people who have a legitimate reason to access the building will be allowed to enter. The purpose of each visit and the visitor’s identity must be checked before access is permitted.
2. Categories of visitor
Visitors may include:
Parents, carers and family members arriving with, collecting or visiting children.
Education professionals, including educational psychologists and music tutors.
Local authority representatives.
Healthcare professionals carrying out screening checks or working with individual pupils, such as speech and language therapists.
Sports coaches.
Club leaders and tutors.
Government officials.
Local councillors.
Contractors.
3. Assessing visitor access
The School will apply appropriate discretion when determining the level of access and supervision required. Consideration will include:
Whether the visit is a one-off or recurring arrangement.
Whether the visitor will have unsupervised contact with children.
Whether the visitor can be escorted while carrying out the purpose of the visit.
4. Arrival, identification and sign-in
All visitors must wait in the entrance foyer while the purpose of their visit and their identity are checked.
Visitors employed by St Helens Borough Council must display official Council identification. A visitor claiming to represent the Council must produce an official photographic identification card before entry is permitted. Where identification cannot be produced, unsupervised access will not be allowed.
All visitors must register using the School’s sign-in system, state the reason for their visit, and record their arrival and departure. Visitors will be issued with a School visitor badge or sticker and the appropriate lanyard, which must be worn visibly throughout the visit.
A green lanyard confirms that the required visitor safeguarding checks are in place.
A red lanyard confirms that the required safeguarding checks are not in place; the visitor must therefore be accompanied by a member of staff.
Any visitor in School who is not displaying a visitor badge or sticker and lanyard will be challenged by staff or pupils and directed to the School office.
5. Meeting staff and access beyond reception
Where a visitor is meeting a member of staff, that member of staff will be informed and will meet the visitor at the School entrance, or the visitor will be escorted to them. If the member of staff is unavailable, the visitor will remain in the entrance area.
The School operates a controlled fob-access system. Visitors cannot access areas beyond the main entrance unless authorised and, where required, accompanied.
6. Visitors working with children
Visitors who will work with children must provide satisfactory proof of identity and evidence of the required safeguarding checks before contact with children is permitted. Relevant details will be checked against the School’s Single Central Record where applicable.
On subsequent visits, once identity has been confirmed against the recorded details, the visitor may carry out the authorised activity. Any visitor without the required safeguarding clearance must be accompanied throughout their time in School.
7. Parent and carer events
On occasions when significant numbers of parents or carers are invited into School, individuals will not normally be required to use the electronic sign-in system. Attendance will instead be recorded using event signing-in arrangements. A risk assessment will be completed to ensure pupils and staff remain safe.
Examples include:
Parents’ evenings.
Class assemblies.
School performances and awards events.
Sports day.
8. Volunteers
Volunteers may support the School by:
Supporting individual pupils and small groups.
Hearing pupils read.
Helping with classroom organisation.
Helping to supervise children on School trips.
Supporting art or other practical activities.
Transporting pupils to and from events where specifically authorised and appropriately risk assessed.
Volunteers must not:
Take sole responsibility for a whole class or part of a class.
Change children or supervise them changing.
Supervise children engaged in PE or other specialist activities without an authorised member of staff.
Take children off the School site without a teacher in charge.
Undertake activities with children, particularly on an individual basis, unless they remain within the sight and sound of the teacher or other authorised member of staff.
Responsibility for the health, safety and welfare of pupils remains with the class teacher or other designated member of staff at all times.
All volunteer helpers must complete the required statutory safeguarding checks and an induction, including safeguarding and health and safety training, before beginning work in the School. The School will also require an application form, references and an interview to assess suitability. Details of the checks completed will be recorded on the Single Central Record.
9. Monitoring and review
The Executive Headteacher is responsible for the implementation of this policy. The policy will be reviewed annually, or sooner where there is a change in statutory guidance, safeguarding requirements or School procedures.
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